
Email Management Basics
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Emails are records and must be managed 
and retained according to records 

management laws



It’s the Law…
a State Record is:

Recorded information in any medium;

Created or received by or on behalf of a state agency

Documenting activities in the conduct of
state business
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Why is Email Management Important?
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Storage is expensive

Free up space on servers  

Improved information retrieval

Risk Management



Email is a format

Retention is determined by the content

5



Who is the Record Keeper?

The person who has the record copy, which needs to be kept for the full retention period

Sender is typically the record keeper

Recipient copy is also a record if:
You need to take action based on message

Message required for adequate documentation of action
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Is this related to my job?

Is this a record?

Am I the custodian?

You are the
record holder
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Common records series for Email

► General  (1.1.008)  -- 2 years

► Recruitment Materials  (06.100.20)  -- AC        
► Student Activities and Organizations  (06.604.10)  -- US + 1 year

Reference

Section 1.  Administration Records

Section 4.  Fiscal Records

► Transfers or Budget Revisions  (4.1.007)  -- FE + 3 years   (9/01/2023)  

Section 6.  Student Records
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Transitory Information
aka… Temporary

Not essential to documenting business,
fulfilling statutory obligations, and not regularly filed
within your office’s recordkeeping system

Examples:
♦ Staff meeting notices or reminders
♦ Courtesy (“cc”)*
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Email File Plan Example

► General  (1.1.008)  -- 2 years

► Recruitment Materials  (06.100.20)  -- AC        
► Student Activities and Organizations  (06.604.10)  -- US + 1 year

Reference

Section 1.  Administration Records

Section 4.  Fiscal Records

► Transfers or Budget Revisions  (4.1.007)  -- FE + 3 years   (9/01/2023)  

Section 6.  Student Records

Administration
General Correspondence

Student Records

Fiscal Records

Student Activities & Organizations

Transfers/Bud Revisions (4.1.007)  – FE+3 (9/1/01/23)

Recruitment materials
Student Activities and Organizations (6.604.10) US + 1 year

Reference

Presenter Notes
Presentation Notes
No record series for Reference
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Inbox Management

1

2

3
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5
4

Finish

6
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Meaningful Subject Lines

Poor Good or descriptive
Helpful info Contact Info for RMA

Report Quarterly Financial Report FY21

Minutes November 2000 Department
Meeting Minutes

Important New Work from Home Procedures

Today? Lunch Plans today?

News New Assistant Director Appointed
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Instead of saving every 
response in a conversation in 
separate files, maintain the 
full conversation in one chain 
or thread and retain the full 
correspondence in one file.

Keep the Chain

1 record to keep
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Outlook Clean Up

Evaluates the contents of each message 
and if it is contained within one of the 
replies, the previous message is deleted.

or

Right click on folder
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Document on disposition log

Move to Deleted Items / Trash Can

Delete all copies

Backups
♦ Convenience copies
♦ Multiple copies / locations

Email Disposition

DELETE



17 Record can be located until
the retention period is met

Access Goals 100%

Can be opened and can be read

Complete, Authentic,
and Functions adequately

ility



Format Migration
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REQUIRES
SPECIFIC
SOFTWARE

Outlook Item (.msg) PDF / A (.pdf)
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PDF and PDF/A

Attributes Negatives
• Fillable PDFs

• Can edit, but must save as PDF/A again or it
will save as a PDF after edits

• Some types of documents lose
formatting/information when converted

• It looks like a regular PDF in a folder, only know it
is a PDF/A file when you open the document 

• “A” means archival and can be opened
decades from now

• Removes (reduces) mutability risk and
provides a universally accepted format

• Prohibits features unsuitable for long
term archiving

• Can be opened on different computers;
even if they do not have the same fonts
installed

• International standard
Enable Editing
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Enable Editing

Saving a Word document as a PDF/A file

Either option works in Word

Opening PDF/A document

PDF/A file can be edited, but must save as PDF/A again

Word to PDF/A



File Formats Matter!
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Choose a preservation format
for records with

5 + years retentionThe file format you choose will 
affect your long-term records 

management abilities



Email Integrity

Entire message exchange

Attachments

Metadata
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Metadata

Job Vacancy Notice
Microsoft Word Document

Title:
Author:
Size:
Date Modified:
Tags:
Categories:
Content status:
Content type:
Pages:
Subject:
Comments:
Date created:
Date accessed:
Computer:
Last saved by:

Jobs
Jane Doe
39.8 KB
01/14/2021   4 ;36 PM
Job, vacancy
1.1.002
Final
Application/vnd.openxml…
7
EMPLOYMENT ADVER
Add comments
12/01/2020   1:13 PM
01/14/2021   4:50 PM
PC123456 (this PC)
Jane Doe

Data about data

Data

 Data about data

 Part of the electronic record
Information about the e-record
Stays with record

 Created by systems or people
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Outlook Email Outlook Metadata

Outlook Email Metadata

Data

Data about data
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1. Save email as an Outlook Message Format      
document in Windows

2.   Right click on file

Windows File Properties

More Metadata 



“Maintain descriptive and technical metadata required for electronic 

state records to be fully understandable by the appropriate 

designated community, including metadata necessary to adequately 

support the authenticity, integrity, reliability, and usability as well as 

the preservation of a record.”

Bulletin 1, Section 6.94(1)(5)
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Which Metadata to Keep?

https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409
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Take Small Steps
Don’t try to clean 
out your inbox all 
in 1 day

Devote 5-10
min a day

Make it habitual!!
-Clean as you go
-Be consistent
-Stick with it1

2
3 Success



Wrap Up
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• Laws
• Record Keeper
• Email Management

Inbox Management
Outlook Cleanup
File Plan

• Formats
• Metadata



The Texas Record Blog
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https://www.tsl.texas.gov/slrm/blog/

• Subscribe for:

• Announcements
• Upcoming Training
• New Services
• Featured questions



Thank you.
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Please contact AR-EHS
(ar-ehs@wtamu.edu) or 
806-651-2270
for more information.

mailto:ar-ehs@wtamu.edu
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